St Albert’s Catholic Primary School

Parent Helper’s Guidelines 
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At St. Albert’s, our mission is to educate the children and serve the community in the love of Jesus Christ
You’re very welcome …… together we can make a difference.
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The first thing to say is how much we value and appreciate the help of parents at St Albert’s School. 

We welcome your help with many different aspects of the life of the school, from reading with children and supporting group work, to preparing resources, helping with after school and breakfast club and maybe even gardening! 

Parents are one of the biggest groups of people who give freely of their time to help the school deliver to the pupils an education of the highest standard. 

Some are able to help regularly and others can only spare time now and then. It may be that you feel that you would like to help but are nervous about how you 

will fit in, so we have produced this leaflet to help to allay some of your fears and apprehensions. 

All parents who are currently helping will also be given a copy and we welcome any comments or suggestions about how it could be made more useful. 
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For security reasons, please use the front door and sign yourself ‘In’ (and later, when you leave, ‘Out’) in the book on the shelf in the entrance area. This enables us to know who is on the premises in case of fire or other emergency. We will issue you with a ‘Parent Helper’ badge. Please wear it where it can be seen, as it shows 

that you are authorised to be in the building. 
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The fire alarm is a continuously ringing bell. When it sounds, the teacher will lead the children from the room in silence through the designated exit. If you are working with a small group in another part of the school, make sure that all the children are there, and then take them out by the nearest fire exit and into the playground. Do not let them go back to their classroom for personal belongings. Take the children to join the rest of their class and tell the teacher that you are there. 

Please read the Fire Policy.
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To avoid clutter in classrooms and activity areas, please ask the class teacher where you hang your coat. Class teachers will have a designated place for handbags and other valuables, but we cannot, of course, accept responsibility for any loss or damage.
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Break Times ... 

We are happy for you to join us in the staff room for tea or coffee at break times and no charge will be made. 
The staffroom is, however, very crowded at times so most parents prefer to spend breaks in the Parents Room. The toilets are in the hallway leading to the staff room. 

Helping in your own child’s class ... 

We try to avoid this for obvious reasons however if you are helping in your own child's class, you also need to respect their independence and the teacher's autonomy. For example, if your child comes to you, you may need to remind them of your role in the classroom. Similarly, you should avoid the temptation to approach them unless asked to do so by the class teacher. 

Confidentiality ... 
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As you would expect, in a situation where staff and parents are working closely with children, confidentiality is a very important issue. We have a rigid code of practice which we ask everybody to follow. 

It is not acceptable to talk about other people’s children with other parents, even if they are parent helpers. 

In the staff room, staff will generally avoid discussing children (or parents!) in front of helpers. However, from time to time you will become aware of children’s problems as they arise and you will need to keep this information confidential. 

If you are concerned about something you have seen or heard, or you have any queries or problems, please find a convenient moment to speak to the class teacher 

or, if necessary, Mrs Clarke (Child Protection Co-ordinator).

Problems can often be resolved easily if they are dealt with quickly. 

Child Protection …
Be aware of child protection issues:

· If a child discloses anything, don’t question them, just listen.  Stay calm.  Don’t promise you won’t tell anyone.  Explain calmly that you might have to inform a member of staff to keep them safe.

· The child protection coordinator is responsible for taking the next steps if appropriate. Find out who the child protection coordinator is.

· Do not discuss anything a child has told you with others.  You may be asked to repeat what you have been told to the child protection coordinator who will log this. 

Mobile phones are not permitted to be used in the presence of children.

Safeguarding is also about adults taking care to avoid situations which may put themselves at risk of allegations against them.  Be aware of this.

As part of our child protection procedures, we will carry out a CRB check for all helpers who will be at school on a regular basis, and potentially be left alone with children.  The process is simple, and involves the completion of a CRB form which must be returned to KMBC’s Human Resources department in Huyton, together with proof of identity.  You will be asked to complete this process before you can start at School.
Mission Statement…..


Our school mission statement is at the heart of all that we do.  
School Vision Statement……
Our school vision statement reflects our teaching philosophy

‘Embracing life, learning and prayer for successful, confident children today and tomorrow…’

CHILD

· C  child centred

· H  high standards and high expectations

· I    inspiring and memorable

· L   listening

· D  dreams and doors
St Albert’s Golden Rules…..
We have school rules which we ask the children to adhere to.  They are a set of values and they are applied throughout the school for a consistent approach
Spread happiness with a smile

Take care of each other and our property

Always try our best

Love one another like Jesus said

Be well mannered at all times

Every Child matters

Respect children and adults

Tell the truth always

Speak calmly and kindly
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Frequently-asked questions ... 

Parents have been helping in school for many years and some questions crop up quite often. We have tried to answer some of them here, but if you don’t find the answer to your question please ask us. 

· What do I do if a child wants to go to the toilet? 

Initially refer them to the class teacher or adhere to the class rules. If this is not appropriate and if you think it is a genuine request, let them go, but only one at a time please! 

· What should I do if a child I am working with misbehaves? 

Quietly tell them what they are doing wrong and remind them of what they should be doing.   Use praise and encouragement and see if you can help them in any way.
· What if this does not work? 

Send the child to the class teacher or inform the teacher (or a classroom assistant).  Please do not take it upon yourself to reprimand a child and never shout at a child.
· What should I do if I see a child misbehaving in the classroom and the class teacher appears not to have noticed? 

This is a tricky one, as there will be occasions when the class teacher has indeed noticed, but is tactically ignoring the behaviour in a child who may be seeking attention. However, if the behaviour persists please use your common-sense and deal with it quietly or speak to the class teacher. Do not reprimand the child, this is for the teachers who are very skilled and practised at this.  Please remember that we are a very positive school and do not like shouting
· What if I am reading in the library or hall and another child is being silly? 

Ask the child what he or she is meant to be doing and explain that they are disturbing you. If the behaviour persists, calmly tell the child to go back to the classroom. We expect our children to learn to be responsible and to develop independent working habits. An important part of this is that all adults in school work to this end and your help and support are much appreciated. 

· How should I respond when a child brings a piece of work to show me? 
This again is fairly difficult to answer simply. However, we’re going to try! It is easier if you are working with a group on a specific task or know the children well, as expectations will be clear. In all cases there is one principle which can generally be 

applied --find something positive to say! 

· Are there special guidelines for hearing readers? 

Yes. We will be producing a separate leaflet to cover this area which we will give to those parents involved with reading.  We will also provide training either through the class teacher or as part of an identified workshop. 
A plea .. 
Within the school our aim is to be warm, caring, friendly and fun.  We also, however, aim to create a quiet and calm atmosphere which encourages concentration. It is therefore important for all adults who work in school to be aware of their own voice levels, as loud voices can be disruptive. 

And finally ... 

There are just two more things which you need to do: 

Don’t forget to sign yourself out when you leave, to stop us looking for you in the event of a fire or other emergency. 

Give yourself a pat on the back for really making a difference to the work of the school and life of a child. 
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Thank You ... 

All that remains is for us to say a big ‘Thank you’ for your time, enthusiasm and patience. 

Both children and staff reap enormous benefits from your involvement in school and we sincerely hope that you thoroughly enjoy your time working with us. [image: image1.png]



